Providing a Receipt for and Routing a Subpoena Payment

Records Management Group

This flow chart shows how to provide a receipt for and route any payment received with a subpoena. Start in the top left oval and
follow the arrows. An oval represents the start or end of a process. A box represents an action that must be taken. A diamond
represents a question that you answer to direct you to the next step, based on your YES or NO answer.

START:

You receive a subpoena that has
cash, a check, or a money order
attached

Did the
subpoena come
in the mail?

Yes

Do
you have

Yes:

interoffice
mail?

Does the
person serving the
subpoena want a
receipt?

Yes
Complete and copy
Form 8109 and |
provide the copy to
the server as a receipt.

Attach the cash, check, or money order with a
paper clip to the original Form 8109
and send it by interoffice mail to:

Records Management Group
Mail Code Y-937

Do NOT keep a copy.
Payments are to be forwarded the same day
received.

Attach the cash, check, or money order with a
paper clip to the original Form 8109
and send it by first-class mail to:

Department of Family and Protective Services
Attn: RMG (MC Y-937)
P.O. Box 149030
Austin, Texas, 78714-9030

Do NOT send by overnight,
registered, or certified mail.
Do NOT keep a copy.
Payments are to be forwarded the same day
received.
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